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SUBJECT : Budbmission of Proldgst Ou'line Provifing for
Expansion of the Agercy Recorfe Ceuter

Attached for consideration of $ie Project Review Committes is
detailed informmtion em'erm{- the p¥oposed project providing for
construction of an ad the Aze oy Records Center. The =stimeted
cost of the project 1
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Subject: Proposed expaneion of CIA Records Center
Bub-Projeet Cryptonym or Idernt:fication: HA
Amendwent No. WA

Originating drganizaiisn: Mnnogemhnt Starf
8. Chief, Management Btaff: ’
b. Chief, Records Manegement Staff: |

Target Area; WA

Type of Project: Adwinistrative and Departmerial only

- 25X1A1D

Funds Reguested:
Current Status) Pregent Recarde {enter was conptructed after
approvel ’
e

1 of Project Beview Committee and has
been operative during pest fiseal vear.

Proposed exgansion of the Qenter haes been
apprtved in principle by the Peputy Director,
Bupport.
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1. OBJECTIVE: To provide ar asdditional 30,000 sq. T't. of storage space

by April 1957 at the Ageney Records Center 25X1A6A

25X1

2, ORIGIN AND POLICY GUIDANCE

a, Origin. Project Outline for construction of a CIA Reecords
Center (¥R5-1817) dated 25 Jan. 1954 and apyroved by DCI
2k March 1654

b. Whense proposed. In Headqg arters.
3. SITUATION:

a. The project outline approved by the Director om 2k March
1956 provided for 21,290 square feet of storage space and 25X1A1A
suthorized the emnaitum o? for sonstruction
work and the preperation of plans and specifications.
Included in this project outline as approved was the anticipated
rneed for expausion within 5 years and an eventual neel for
a Recordls Center containing a total of 60 to 70 thousand
eg. Tt. of floor space,

b, The construction of the Records Center wes sompleted in
April 1955 st 2 total ecost of l was occu- 25X1
pled on 20 April 1955, This building provilles 21,290
square Teet of overall space of vhich 17,812 sguare feet
is for the storsge of records.

c. During the past year of occupsncy the rate at which immctive
records have been and are beingz received is wore than twice
the anticipated intake, The new increase in storage require-
ments, taking into consideration the destructlon program,
indicates that the exigting bullding space nvailable for
storege of additionel records will be exhausted :dy April

25X1A5A1

heen &P 4 in principie by the Deputy Director, TC,
{Appegix B).

L., PROPOBAL: Tolccnstmct and eguip an addition to the Records Center
at consisting
25X1A6A rT55

of approximmiely 30,000 39, T§. OF areg at an
estimmted cost o& ?ﬁee apperdix € 25X1

5. OPERATICHAL OUTLIRE: RA

a., Bub proposals or "tasks.” NA
b. Key peraonnel., NA
c. Iepdigenous groups and/ur ieaders. NA
4. Terget groups. FA
| ApprovelPsitRuleas82002/08/26 : CIA-BQ??O-OOM1R000100190039-7
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OPERATIORAL OUTLINE: CONTD
. Qraphic illustrations. NA
BECURITY:

&, 25X1

b. XKnowledgeablility. HA

c. Operatiomml security. MNa

d. Risks., HNA

e, Personnel dispossl. W.

f. Meacter Plan. NA

COORDINATION:

&, Relation to other projects., The opsration of an Agency
Revords Center is directly 25X1ABA
tied to the €Y Tgena, 0 ap be storage of
vital documents which are nov located | |

25X1A6A
b. Bilgnificence within over-all program in area. KA
¢c. Extent of coordination., TA
CUNTROL:

8. Nature of. The techninal supervision of this faeility
rests with the Managemont Staff becsuse it is an integral
part of the Agency's Hecords Managewent Program which must,
of necessity come under the direction of the hesdquarters

1
supervision, avard and aduinistration will bYe performed under
the overall supervision of the Resl Estate and Construction
Mvision, Offlice of Loglstics. This division will assign a
resident englneer to the PField to superviee the construction
contrect.

b. Adwinistretive plan. ot required.

¢. Reports, Intervel adginistrative reports will be reguired on
volume of records on hand, received, destroyed and nusber of
reference services.

BUDGET DATA:

a. Total overall CIA funds required for Fisca:! Year 19571

of unvouchered funds,

Approve(l; |:or ;e;ease 2002/08/26 : CIA-RBP70-00211R000100190039-7
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9. DATA: CONTD SRR
W “&Bh‘ ¥ wj“ .
Avaglability of €IA funds required. Thie item wae specificmlly
25X1A6A budgeted for | tv their proposed
1958 buldget. s T T vallability of
storage space is decressing at a rate that neceseltates requestine
allocetion of fundc in this fiscal year.
¢, HNon CIA Punds. NA
25X1A6A
4. Foreign Currency. KA
25X1A6A

€.

e

e ing. To be made avg'z"'tablel
to be sccounted for in accordance With estaplished
pEnelal aocounting sydten for | 25X1ABA

Pimmnciel history. Cost of personal services "or operstion of
the Bpcords Center amoudted to £59,722 in fimeal vear 1955 and
$56,009 in fiseal year 1756.

Future reguirements: It iz estimated that the proposef expansion
will provide adequate storsye for approximately 10 years. It 1=
esbimated that the Agenéy will ultimstely require a Records Center
of from 60,000 - 70,000 sq. ft. (Appendix Aj.

10. SUPPORT DATA:

25X1A6A 8.
25X1AB6A

b,
e,
a.

e,

mﬁlﬂfo&tiw support for this fecllity at
18 available. (Bee concurrence of
Real Bstate an?
onstruetion I810m, , 4 7 available a
eapable Engineer who will be assigned Resident Engineer in charme
of construction,

Materisl, WA

Communications., NA

Other CIA support. HA

Support required from other United States agencles. RA

1l. CENERAL CONSIDERATIONS:

a.

b

Current atatus. Recordn are being received in the Center at 2
rets that will exheust evailadle storage spaecs by April 1957.

Commitments, The Recomis Center is committed to supporiing the
Records Mans t virm of the Agenoy by recelving, storing,
servicing snd preserving or destruying inactive records from all
wnizations]l elementg. Recently developed requirements in the
DO/ P and mfx areas have coniributed to the present ircrease’
rate of growth.

by
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1l. OENERAL CONSIIEBATIONEB: QONTD

c., Bffectiveness. As 9 30 June 1956 the Center had on hand
£7,903 cubic feet of office records and finished intelllgence
materials. This woyld require for office storege 3488 safe-
type cablnets valued at $1 095,2%32. When filled in April
1957 1t will contaln m,m& cuble feet of records which would
be eguivalent to the volume of 5000 safe cabinets costilng

$1,570,000.

4, Anticipated results, The proposéd sddition to the Records
Qenter of 30,000 sqiare feet will house approximately
60,000 cublc feet of recorfis. The ratio of 2 cuble feet
of resords for each square oot of avallable floor space
meets the winimum staniards established by the Qeneral
Services Adwinistration in the operation of 10 Pederal
Records Centers. 0n0 cubie Pfeet of racords is equivalent
to the volume of 7500, L drawer, legal size safe cabinets
valued at 32,355,000,

e. Evalustion, The effectiveness of this pro ject after con-
struction could be eveluated by the cublc feet of records
regeived into the Records Center and the mumber of filing
ecahinets snd awount of office space released for other
purposes .

£. Policy questions. The only question of policy is approval
of Punds for construction. The proposed construction
{s necessary to maintain compliance with the Federal
Records Act {Public Law 734) end provide sdequate pro-
tection for the Ageicy's records.

The resulting economies sufficiently juetify the use of
these funds.

g. Congrems. The Agency should be able to indieate to
Qongress its complinnce with the Pederal Records Act
{Public lav 754). Becurity-cleared representatives of the
Genaral Services Aduinistrstion reaponsible for the
governpent-wide recorde program ere in constanrt touch with

. w8 4n regard to the development of CIA's Records Management
Program.

h.. Extra-Agency sction. NA

1, Proprietary eompanies. NA
Js» Bpecilal coneiderstions. NA
k. Ligquidations. HA

-5-
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RRCORDS CENTER CAPACITY REQUIREMENTS

With the addition of 30,000 sq. £t. of space, total capscity of the
Center will be 100,000 cubic feet. At the present rate of intake and
net growth of Center holdings this space should be adequate for approxi-
mately 10 years,

on 30 June 1956 the Records Center had on hand 27,903 cu.ft. of material
vhich is 656 of its total capmeity. These records were received from
slmoat every office and are &istributed by volume smong welor coeponents
es follows: PCI 22 cu.ft., DD/B 5006 cu.ft., DD/P 500k cu.ft., pR/I
16,971 cu.ft. {includes 11,247 cu.ft. of finished intelligence material.

The Center regeived material during the periol 1 January through 30 June
1956 at the rate of 61 cublie feet per working day. This is wore than
doudble the experienve of the previous two vears, This experience and
recently developed requirements ‘n the BD/P and ID/I arees indioate that
the present rate of growth will continue during 19%6., At this rate

1t is estimeted that the present Records Center space will be exhausted
by sbout 1 April 1957.

The destruction of records held by the Center ia increasing gradually
sach year bdut this will not offset the ineressed rate of receipt.

. Matarisl goling to the Center is responaive to a records eontrol schedule
developed by the Records Managemont Staff and the office concerned.

These schedules show retirevent dates (to the Center) and destruction
dates. This fiscal year over 2200 cubic feet of material was either
dsstroyed at the Center or returned to offices concerned for screening
and destruction.

It is estimsted that the Agency has 110,000 cuble feat of reeords in
sctive files. Reeords dontrol pehedules covering 70,5%6 eudbic feet
(655?01‘ materisl have been prepared. Of thie amount 19.5% will be
retained permanently and 80.5% Yept from one to 75 years. About kd
of the teuporery records fall within the 5 t0 15 ysar retention period.
Consequently no sppreciable increase in rate of destruction will oceur
for some tive.

Bince a cartain per cent of all records created must be retained
permanently by the Recorfls Center se the Agency Archives, the total
Mﬁigs of the Center over the yeers will always be inereasing. This
rate increase may vary, and it could cccur that during & particular
a balance would be struek between records received and records
destroved. However, by the very nature of the operstlon no permanent
stabilizetion of available storapge space cen be schieved.

Approved For Release 2002/08/26 : CIA-RDP70-00211R000100190035° ndix A
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coPY
13 June 1956
MEMCRANDUM FOR: Deputy Director {Support)
BUBJECT: Expansion of Record Center | | 25X1AB6A

| 25X1A6A

REFERERCES: (a) Submission of Project Providing for
Construetidn of an Agency Record Center
dated 25 Jan 54 (ER 5-1817)

{b) Mewo to Ch/Management Staff fr Ch/Records
Management Staff dated 1h May 50

{c) Mewo to Ch/Management Staff fr Ch/Records
Manegement 8taff dated 25 May 56

1. This memorandum contains recommendations submitted for
DD/B epproval. Buch recommendaticts amm sontalned in paragreph 7.

2. By reference (a) a project cutline was approved by the

Director on 24 March 1954 to provide 21 e Teet of storage
space and authorized the expenditire of for the construction 25X1A1A
work and the preparasiion of plans end specilications. Tnsluded in

this project outline as approved wes the anticipated expansion of
60,000 to 70,000 square feet within the next 10 to 20 years.

3. The oonstruction of the Record Center was econpleted April
1955 at & total cost of end was oceupled by the Record 25X1A1A
Centar on 20 April 19%5. This bu'lding as constructed provides
21,890 square feet of overall floor space of which only 17,812 squere
fest is available for the actual storage of records.

%, During the past year of occupancy the rate of which inactive
records have been and are being roceived is wore than twice anticipated
expsusion as originally planned. The net increase in storege require-
ments, taking into consideration the destructlon pregram, indlcates
that the existing bullding space availeble for storsge of additional
records will be exhausted by April 1957, These facts were presented
to you informally by reference (b) and (e) vhich contein wore detailed
i1nfermation and ars attached herewith for your information.

5, As a result of the sbove, it is essertial to construct
additional atorasge space for these inactive records to be avalladble
not later than April 1957, if possible, since no other adeguate space
is available for this purpose,

Approved For Release 2002/08/26 : CIA-RDP70-00211R000103ge08dy B



25X1

25X1

Approved For Release 2002/08/26 : CIA-RDP70-00211R000100190039-7

6. Due to the wrgency of the situation, I have contacted
the Real Estate and Constructiop Division of Logletics for advice
and recommendations. They estigated the ASE costs to be $17,200
and the construction cost to be $360,000. It wes their recommenda-
tion that ASE funds be mede available at once for preparsation of
plang and specifiecations if oceypancy of the completed strueture
was required by April 1957, sin¢e delays may occur due to weather
condiitions usually experienced by contractors during winter months.

7, It is tharefore raebgmagtgeﬁ that advanced approval of this
project for the addition of 30,000 square feet be given in prineciple
and that 1956 fisea) yesr funds, not to exceed $17,200 be authorized
imam@iately for the award of an AME coptract to prepure plans snd
spevifications, No difficulty {3 expepted by the office of Real
Eatate and Construction, Office of Lagistics in obligating these fundse.
A detalled project ocutline requesting authority and funds for the
construction work will be submitted in the nesr future.

25X1A9A

I/

I
Chief, Managswant ftaff

Enclosures:
References (b) and (c)

CONCURRENCES:

—-rrmvs—u—vwmmv—l, L:éi% dic

15 June 1956

for the proposed construction in their

1 e 195C

The recomaendations in

rﬂrtsrzgh T mre oved:
June 18, 1956 /s/ H.Gates Lloyd
. mr L.XK. WEITE

Approved For Release 2002/08/26 : CIA-RDP70-00211R000100190039-7
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COPY 1% May 1956

Chief, Mansgement Staff
Chief, Records Mamagement Staff

Expansion of Records Center

1. On the 30th of April the Records Center hed on zand
26,225 cuble feet of inactive recorfs, 55% of its total capmeity.
These records vere received from alpost every office and are distributed
by veluze emong the three major cowponents as followe: DID/B, 5,632;
3,759, and BD/I, 16,834 (inelufles 11,305 Pinished intelligence material).

2. The rate et which inactive records are now being received in the
Center, an average of 53 cubic feet per work day for the past 4 months, is
more than double ocur exparience for the previcus two years. This experience
and recently developed requirements in the DD/P and DD/I sreas indicate that
the present rate of growth will continue during 1956,

3. The destruction of recorde beld by the Center is increasing
grafuvally each year but this will npt offset the increassd rate of
regeipt. I estimate that our presept Records Center space will be
exhausted Ly about the first of April, 1957. I propose, therefore),

that the Records Center be expanded by 30,000 square feet. 25X1A9A
h, 1 ussed this problem with |
25X1A6A representatives of the itete and Construction

4 s Estate and Constiruction Diviasion will develap. plans
and gpecifications when our need is officially wmade known and funde for
architectural services are made avellable.

5, Tha Records Center project cutline approved by the Director on
2k March 1954 anticipated expension within 5 years. The attached chart
shows the growth of the Records Center progres frowm 1951 to 1956. Safe
file sabinets to house the records povw in the Center would cost over one
willion dollars or ebout five times conatruction costs.

6. Representatives of the Rea] Estate and Construction Division
advise that we proceed ss soon as possible with our plans in order
to make the additiornal facilities avallsble by the time that they are
reguived.

25X1A9A
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: 25 May 1956
Chief, Managewent 8taff

Chief, Records Management Staff

Expanaion of Records Center

1. 'Tuis supplements wy wemorbrdum of 1k May. Undoubtedly,
you and Colonel White will be interested in some date on the
destruction of recordes by the Center.

schedule developed by us and the dfTies concerned. These sehedules shov
retirement dates (to the Record Cehiter) ant festructlion Jates. On 30
April, the Records Canter had disphsef of a total of 42680 cuble feet

of ppeords. This fisesl year over 2700 cublic feet of holdings were
streyed ard the rate of festruction ie equivalent to 25% of our
receipts for the same period.

2., Material going to the Cerfler ie responsive to m reeords control

3. It is estiumated that the Agency has 110,000 cubic feet of
reccrds in agtive files. Records control schelules govering 70,556
owbio feet (65%) of materinl have hwer prepared; 19.5% of these will
be retsined permapently, and £0,%% kept from one to 75 years. About
7% of the temporsry records sve {n the § to 15 year retertion period.
Consegquently, we cammot expect any awpreeciahle {reyeasn in Gestruction
for some time.

b, Singe 8 ¢ertain per cent of all records crentad mupt he reta’ned.
permapently by the Becords Center as the Agency Arehives, the total
noidings of the Centey over the yeéars will alwasy be i1reveasing, This
rete of Lnorwase uz vary, ard 1t sould oeeur thet during & particular
year & balanes vould be struck batveon recotds received and reeords
destweyed. However, it is methem t1cally lmpoasible by the very nature
of the operation to maintain this stehilization between intske and destruc-

tien.

5. As noted sbove we estimete the Azercy's retirement progren to
be 659 sctivated, All major offites have tra-gferred some records to
the Genter except Security vhich tes destroyed some meterial in their
offices and is earméirking others For early trauafer to *he Center.

6. Bven though we cemplete cchedules for the entire Agency it will
take sbout tan yesrs for the retilement features to betome active enough
1o resgh an additional 100,000 cuble feet. Of this total we estimate
that sbout 33,000 cubic feet will he Jedtroyed, leaving us 67,000
additions]l cubic Teet at the Center, The small existinz leeway at the
Records Center, 13,000 cubic feet, topether with the requested 60,000
cuble feet, ought to take care of us for the foreseeable future.

| 25X1A9A
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